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Introduction 


The  objective  of  follow-up  studies  is  to  gather  information  that  can  be  used  to  improve 
educational  programs.  These  studies  can  be  done  in  a  number  of  ways.  This  publication,  however, 
focuses  on  the  development  and  use  of  surveys  to  accomplish  this  aim. 

Surveys  can  provide  information  that  assists  schools  in  determining  what  aspects  of  the 
educational  program  need  improvement.  Thus,  they  can  be  a  means  for  complying  with  Accreditation 
Standard  10.55.603(6),  ARM  that  states:  "Beginning  7/ 1  /92  schools  shall  conduct  follow-up  studies 
of  graduates  and  students  no  longer  in  attendance.  The  study  results  shall  be  considered  in  curriculum 
development  and  shared  with  staff  and  school  consultants. " 

In  order  to  comply  with  this  standard,  schools  need  only  survey  a  sampling  of  three  groups  of 
students.  The  first  group  are  those  currently  enrolled  in  the  school  system.  They  can  be  surveyed  after 
they  pass  from  elementary  school  to  middle/junior  high  school,  after  they  leave  middle/junior  high 
school  to  enter  high  school  and  then  again  as  seniors.  The  second  group  are  those  who  drop  out  or 
transfer  before  high  school  graduation.  The  third  group  are  high  school  graduates. 

To  acquire  a  more  diverse  view  of  schools  and  their  programs,  school  personnel  may  want  to 
survey  parents,  employers,  and  other  community  members.  Separate  instruments  may  be  developed 
for  those  who  currently  have  children  enrolled  in  school  and  those  who  no  longer  have  youngsters  in 
the  system.  Separate  survey  questions  could  also  be  used  for  those  employers  who  currently  are  not 
employing  former  students  and  those  who  are. 

There  are  four  major  areas  in  this  publication.  Part  I  contains  information  on  planning  and 
designing  the  study,  including  identifying  the  populations  to  be  studied  and  determining  the 
instrument(s)  to  be  used.  Part  II  deals  with  the  preparation  of  materials  and  the  selection  of  personnel 
to  design  and  implement  the  study.  Part  III  contains  information  on  how  to  conduct  the  survey.  Part 
IV  discusses  the  compilation  and  scoring  of  data,  as  well  as  ways  to  present  the  data.  The  Appendices 
include  sample  letters  and  sample  instruments. 


Part  I. 


PLANNING/DESIGNING  THE  STUDY 


Planning 

The  results  of  costly  surveys  are  useless  if  questions  are  ambiguous,  have  been  slanted  to  solicit 
a  particular  answer  or  are  asked  at  the  wrong  time  or  place.  Thus,  careful  planning  is  critical  to  the 
success  of  follow-up  studies.  The  planning  and  design  of  a  study  must  take  into  consideration  the 
following: 

determining  the  purpose  of  the  survey; 
identifying  goals  and  objectives; 
locating  and  selecting  data  sources; 
identifying  populations  to  be  studied; 
defining  the  population  sample; 
developing  and/or  selecting  an  instrument; 
evaluating  the  design;  and 
finalizing  the  plan. 


Planning  Committee 

To  initiate  the  study  a  planning  committee  should  be  formed  to  define  the  purpose  of  the  study 
and  construct  a  plan  delineating  the  necessary  steps  for  developing  and  implementing  the  survey.  This 
committee  should  include  individuals  representing  school  personnel,  board  members,  parents, 
students,  employers,  and  other  community  members.  The  committee  should  also  avail  themselves  of 
the  services  of  those  people  with  expertise  in  computer  data  analysis  and  those  with  knowledge  of 
survey  methods. 


Identifying  Goals  and/or  Objectives 

After  defining  the  purpose  of  the  survey,  the  planning  committee  must  determine  the  goals  and 
objectives  that,  when  formulated  into  questions,  obtain  the  data  needed  to  meet  the  survey's  purpose. 
It  is  beneficial  to  prioritize  the  types  of  information  needed,  since  limited  resources  likely  will  place 
some  constraints  on  the  study. 
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Locating  and  Selecting  Data  Sources 

Next,  the  committee  locates  potential  resources  for  obtaining  the  required  data.  A  great  many 
of  these  resources  may  already  be  available  such  as  enrollment  data,  financial  aid  records,  college 
entrance  applications,  student  transcript  files  and  requests  for  record  transfer. 

If  schools  want  to  collect  demographic  and  baseline  data,  the  easiest  time  to  obtain  it  is  before 
students  leave  school.  This  information  may  include  names  of  relatives  or  friends  who  can  provide 
forwarding  addresses  and  telephone  numbers  for  these  students  when  schools  attempt  to  contact  them 
at  a  later  date.  Schools  may  even  want  to  get  students  to  agree  to  participate  in  a  future  study  by 
encouraging  them  to  keep  their  schools  informed  of  address  changes. 

Some  states  are  now  using  agency  wage  records  kept  for  unemployment  insurance  purposes  to 
track  student  after-school  employment  and  salary  patterns.  This  is  a  cost-effective  approach  compared 
with  the  relatively  high  cost  of  and  low  response  to  traditional  student  follow-up  surveys.  It  is  especially 
effective  for  vocational  education  programs,  since  employment  within  specific  occupational  areas  is 
the  goal  of  the  programs.  To  protect  the  confidentiality  of  the  wage  records,  all  individual 
identifications  are  suppressed  with  only  summary  program/occupational  data  reported. 


Identifying  Populations  to  be  Studied 

Closely  related  to  goal  setting  is  the  identification  of  the  populations  to  be  surveyed  by 
determining:  (1)  their  characteristics,  (2)  the  sample  size,  and  (3)  when  and/or  how  often  they  are  to 
be  studied.  If  one  of  the  goals  of  the  study  is  to  determine  trends  in  employment  status,  experience 
has  shown  that  these  trends  may  not  become  clear  until  former  students  have  been  out  of  high  school 
for  at  least  two  years.' 

Standard  10.55.603(6)  requires  that  the  one  population  group  which  must  be  included  in  the 
study  is  students.  However,  the  goals  and  objectives  developed  by  the  planning  committee  may  also 
identify  other  populations  to  be  surveyed.  For  instance,  if  one  goal  is  to  determine  how  well  students 
were  prepared  for  employment,  employers  should  be  surveyed. 

Other  goals  might  be  to  determine  how  well  educational  programs  serve  the  needs  of  special 
education  students,  honors  students  or  vocational  education  students. 

Surveying  more  than  one  population  often  presents  differing  viewpoints  on  an  issue.  For 
instance,  a  student,  his/her  parents,  and  a  postsecondary  school  may  have  differing  opinions  on  how 
well  the  student  was  prepared  to  attend  a  postsecondary  school. 

Once  the  populations  are  identified,  a  master  listvs  constructed.  The  master  list  should  include 
the  entire  population  and  should  be  used  as  the  basis  for  selecting  the  sample.  The  section.  Coding 
Surveys  and  Data  Preparation,  Part  III,  contains  additional  information  on  the  construction  and  use 
of  master  lists. 


Defining  the  Sample 

There  are  basically  two  alternatives  in  surveying  selected  populations.  One  is  to  survey  the  entire 
population  (census) .  The  other  is  to  survey  only  a  portion  of  the  selected  population  (sample) .  To  meet 
the  accreditation  standard  districts  need  only  survey  a  sample  of  each  of  the  three  groups. 

The  committee  may  want  to  consult  an  appropriate  text  regarding  essential  survey  techniques. 
However,  the  following  are  some  basic  rules  regarding  sampling  procedures: 

•  It  is  better  to  survey  a  small  representative  sample  that  is  randomly  selected  than  a  large  number 
that  is  not  representative. 

•  As  the  sample  size  increases,  its  responses  will  increasingly  reflect  those  of  the  entire 
population. 

•  Every  effort  should  be  made  to  survey  all  selected  persons  in  the  sample  to  avoid  self-selection 
bias.   Distortions  from  a  low  response  rate  can  be  immense. 

•  Make  sure  that  the  data  is  collected  and  processed  consistently  and  objectively. 

•  Avoid  biased  questions  and  open-ended  questions  since  they  are  difficult  to  summarize  and 
organize.' 


Developing  and/or  Selecting  an  Instrument 

Survey  instruments  are  developed  based  on  the  goals  and  objectives  generated  by  the  planning 
committee.  It  may  be  necessary  to  have  more  than  one  instrument  selected  or  developed  in  order  to 
achieve  the  desired  outcomes.  For  example,  if  schools  want  to  know  how  "job  ready"  former  students 
were,  they  may  want  to  survey  employers. 

Most  questions  posed  in  student  instruments  obtain  information  that  falls  into  the  following 
categories:  demographic  data;  educational  outcomes;  occupational  outcomes;  comments  on  various 
aspects  of  K-12  education,  including  quality  of  programs;  relevance  of  the  educational  program  to 
current  activities;  adequacy  of  counseling  programs;  and  preparation  for  employment.  Similar 
categories  are  also  often  contained  in  parent  and  employer  surveys. 

In  creating  the  survey  questions  the  planning  committee  must  determine  whether  to  use  dosed- 
f-Wf^questions  or  open-endedQ^e.%non%.  For  closed-end  questions,  a  scale  could  be  used  that  rates  items 
from  1  to  10,  with  1  as  low  and  10  as  high;  or  other  options  could  be  used  such  as  "strongly  agree," 
"agree,"  "disagree,"  "strongly  disagree,"  "not  sure"  or  "no  opinion."  Open-ended  questions  rely 
directly  on  the  written  words  of  the  respondents. 


'  Conducting  a  Follow-up  Study  of  Special  Education  Programs.  Katherine  Allen  and  others,  Council  of 
Administrators  of  Special  Education,  Inc.,  1988. 

"  Follow-up  of  the  1985  High  School  Graduates  in  the  Los  Angeles  Unified  School  District.  Publication  No.  502, 
Daniel  W.  Pike  and  others,  Los  Angeles  Unified  School  District,  California  Research  and  Evaluation  Branch,  1987. 

5 


Survey  questions  must  be  phrased  in  a  nonbiased  manner.  Questions  must  also  provide  balanced 
options  for  respondents.  This  is  especially  true  for  closed-end  questions  which  offer  a  scale  of  responses. 
The  range  of  responses  offered  must  be  appropriate  and  adequate. 

The  design  also  needs  to  address  how  the  confidentiality  of  survey  participants  will  be  protected. 
Respondents  need  to  be  assured  that  their  identities  will  not  be  revealed. 

Sample  surveys  and  cover  letters  for  various  population  groups,  including  current  students  and 
graduates,  parents  and  employers,  are  located  in  the  Appendices. 

After  the  survey  has  been  completed  and  returned,  the  data  needs  to  be  summarized  and  analyzed. 
If  data  is  to  be  entered  into  a  computer  for  analysis,  it  may  be  necessary  to  code  responses  into  a  form 
that  is  suitable  for  entry. 


Evaluating  the  Design 

Schools  need  to  carefully  examine  the  survey  design  and  questionnaires  to  determine  whether  the 
content  and  format  are  compatible  with  the  survey's  goals  and  objectives.  In  examining  the  survey 
instrument,  the  following  questions  need  to  be  answered: 

•  Are  the  major  goals  of  the  study  addressed? 

•  Does  the  design  or  survey  include  extraneous  or  "nice  to  know"  items  which  are  not  related  to  the 
identified  objectives? 

•  Are  the  appropriate  populations  included  in  the  study? 

•  Is  the  sampling  method  used  appropriate?  Is  the  sample  size  adequate? 

•  Have  provisions  been  made  for  obtaining  adequate  response  rates? 

•  Are  there  adequate  resources  to  conduct  the  study?  Have  appropriate  techniques,  equipment  and 
supplies  been  identified  in  order  to  properly  and  efficiently  analyze  and  prepare  the  data  lor 
presentation? 

•  How  will  the  data  be  used  and  with  whom? 

•  If  a  computerized  database  program  is  to  be  used  to  compile  the  data,  is  the  survey  design  compatible 
with  the  software  being  used? 

•  Is  the  terminology  used  in  the  questionnaire  accurate  and  understandable  to  the  populations  to  be 
surveyed?  Are  acronyms  clearly  defined? 

It  is  suggested  that  schools  field-test  the  questionnaire  with  a  small  number,  i.e.,  5-6  persons  in 
each  population  group  to  be  surveyed.  Field  testing  can  assure  a  school  that  the  survey  is  appropriate 
for  its  study.   It  also  adds  first-hand  experience  to  the  staffs  understanding  of  the  survey. 


Finalizing  the  Plan 

Plans  cannot  be  finalized  and  costs  estimated  until  the  following  information  is  known:  (1)  the 
number  of  people  who  will  be  surveyed,  (2)  the  procedure  to  be  used — mail  out,  telephone,  personal 
interview,  or  a  combination  of  methods,  and  (3)  the  scope  of  the  follow-up,  i.e.,  one  survey  a  year  after 
graduation,  two  surveys — one  a  year  after  graduation  and  another  two  years  after  graduation. 

After  these  decisions  have  been  made,  an  estimated  budget  should  be  developed.  Estimated  costs 
for  the  study  may  include  such  items  as  supplies  and  printing,  postage,  telephone  lines  and  calls,  and 
costs  associated  with  computer  hardware  and  software.  Costs  for  follow-up  letters  and  reminders  to 
ensure  adequate  responses  should  be  included  in  the  budget  estimates. 

After  the  costs  have  been  estimated,  the  committee  should  assess  resources  to  determine  if  the 
project  goals  can  be  met  or  whether  they  need  to  be  modified. 
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Part  II. 


PREPARING  MATERIALS  AND  PERSONNEL 


After  plans  have  been  finalized,  the  committee  needs  to  identify  the  personnel  who  will  conduct 
the  study,  to  organize  the  facilities  where  the  study  will  be  housed,  and  to  locate  the  resources 
(computer  equipment,  etc.)  which  will  be  used. 

Personnel  for  the  project  must  include  someone  to  coordinate  all  aspects  of  the  follow-up  study 
and  supervise  other  project  staff  It  would  be  helpful  to  designate  the  project  coordinator  in  the 
planning  stages  of  the  study  in  order  to  provide  continuity  throughout  the  process,  as  well  as  adherence 
to  design  goals  and  objectives. 

Other  personnel  may  include  interviewers  for  telephone  and/or  personal  interviews.  Interviewers 
should  demonstrate  excellent  communication  skills,  including  the  ability  to  read  and  speak  fluently; 
clarify  questions  and  terminology;  prompt  interviewees  to  answer  questions  which  they  do  not 
understand  or  are  hesitant  to  answer;  and  respond  to  spontaneous  questions  such  as  "how  long  will 
this  take?"  Data  coder/entry  personnel  may  also  be  required  and  could  be  members  of  the  current 
school  staff 

All  project  staff  should  have  a  clear  understanding  of  the  survey  goals  and  objectives.  The  person 
or  persons  responsible  for  training  the  staff  should  be  clearly  identified  in  the  planning  process.  Survey 
materials,  including  questionnaires  and  coding  procedures,  should  be  in  place  and  available  to  staff 
before  training  begins.  Coding  procedures  should  be  clear. to  both  coders  and  interviewers  in  order  to 
promote  consistency  in  the  way  questions  are  asked  and  coded. 

If  telephone  surveys  are  used,  arrangements  need  to  be  made  for  long  distance  telephone  calls. 
Telephone  surveys  are  often  conducted  during  the  early  evening  hours  when  people  are  more  likely 
to  be  at  home;  therefore,  interviewers  may  find  it  most  convenient  to  conduct  interviews  from  their 
homes. 

All  materials  needed  for  the  study  should  be  made  available  to  appropriate  staff.  These  materials 
include  such  items  as  master  lists,  surveyinstruments,  training  and/or  reference  materials,  administrative 
instructions,  envelopes/labels,  cover  letters,  telephone  lines  and  procedures  for  making  calls,  logs  and 
tracking  sheets. 
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Part  III. 


CONDUCTING  THE  FOLLOW-UP 


Developing  a  Timeline  and  Staff  Responsibilities 


Once  the  survey  design  is  finalized  by  identifying  populations  to  be  surveyed,  creating  survey 
instrument(s),  deciding  on  the  method  of  survey,  and  determining  the  available  resources,  a  timeline 
should  be  developed.  The  timeline  includes  beginning  and  ending  dates  for  tasks  and  the  name  of  the 
person(s)  responsible  for  each  task.  Those  schools  which  decide  to  purchase  a  survey  service  should 
establish  a  timeline  with  the  selected  vendor. 

A  timeline  is  established  to  ensure  that  key  dates  for  effective  project  management  are  not  missed. 
Although  the  timeline  in  the  beginning  is  only  an  estimate,  it  is  important  that  this  first  step  be  taken 
to  determine  the  schedule  of  events.  It  can  always  be  adjusted  and  expanded  as  project  plans  are 
finalized. 

In  scheduling  many  researchers  allow  4-6  months  for  the  mailing  and  returning  of  surveys  to 
receive  the  maximum  number  of  returns.  Researchers  also  want  to  keep  the  school  and  community 
timelines  in  mind  in  order  to  facilitate  the  return  of  surveys. 

If  telephone  surveys  are  a  part  of  the  design,  field-testing  the  surveys  gives  researchers  an  estimate 
of  the  amount  of  time  needed  to  complete  a  survey.  These  estimates  help  them  determine  the  number 
of  interviewers  and  the  time  needed  to  complete  the  telephone  surveys.  This  information  then  needs 
to  be  incorporated  into  the  timelines. 

Figure  1,  on  page  12,  illustrates  a  sample  timeline/task  schedule. 
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Figure  1. 


Sample  Timeline/Task  Schedule 


Start  Date 

End  Date 

Activity 

Responsible  Person 

Appoint  planning  committee 

Identify  goals  and  objectives 

Hire/identify  project  coordinator 

Locate  and  select  data  sources 

Identify  populations  to  be  surveyed 

Select  appropriate  instrument(s) 

Identify  survey  method 

Develop  cover  letters  and  follow-up  reminders 

Select  method  of  compiling  and  analyzing 
data,  i.e.,  software  and  hardware  capabilities 

Assess  project  goals,  financial  and  personnel 
resource  needs 

Evaluate  survey  design  and  instruments 

Train  personnel 

Obtain  necessary  materials,  including  printing 

Develop  survey  timeline 

Conduct  baseline  survey  of  current  students 

Administer  sur\'eys  and  follow-up  mailings 

Compile  and  score  data 

Analyze  data  and  prepare  report 

Present  data  to  interested  parties  (school  staff, 
administration,  board  of  trustees,  etc.) 

Analyze  public  input 

Evaluate  and  plan  based  on  study  results  and 
public  input 

Coding  Surveys  and  Data  Preparation 


Once  the  target  population(s)  has  been  identified,  a  master  list  is  developed  with  code  numbers 
assigned  to  each  person.  Code  numbers,  or  survey  identification  numbers,  serve  two  purposes.  First, 
they  protect  the  person's  identity  when  data  is  reported.  Second,  they  are  sometimes  necessary  if 
computerized  data  entry  systems  are  to  be  used.  The  master  list  can  also  be  used  to  select  the  sample. 
The  master  list  should  include  code  numbers,  names,  addresses  and  phone  numbers.  And,  if  it  is  a 
student  population,  the  list  also  contains  the  names,  addresses  and  phone  numbers  of  the  students' 
parents/guardians. 

If  data  is  to  be  compiled  by  a  computer,  researchers  should  be  aware  of  the  needs  and  operations 
of  the  specific  software  being  used.  Software  used  for  these  purposes,  if  not  specifically  created  for  the 
study,  is  generally  a  database  program.   Each  database  has  its  own  needs,  format,  and  approaches. 

12 


Each  completed  survey  should  be  reviewed  for  accuracy  and  completeness  before  being  entered 
into  the  computer  or  a  tally  sheet.  Personnel  should  keep  the  criteria  of  the  selected  software  in  mind 
as  the  study  is  planned  and  implemented.  As  the  questionnaires  and  procedures  for  compiling  and 
analyzing  the  data  are  developed,  personnel  should  be  aware  of  the  requirements  of  the  selected 
software  or  whatever  method  that  will  be  used  to  compile  and  analyze  the  data. 

Database  programs,  such  as  dBase,  Fox  Pro,  Paradox,  and  others,  are  well-suited  to  compiling 
and  scoring  data  and  can  be  used  with  microcomputers  (PCs)  or  mainframe  computers.  Personnel 
should  ensure  that  the  procedures  developed  allow  for  consistency  in  obtaining,  compiling  and 
analyzing  the  data. 

If  personal  or  telephone  interviews  are  used,  there  is  generally  a  form  completed  at  the  time  of 
the  interview.  Instead  of  writing  out  a  person's  employment/unemployment  status,  for  instance,  it 
is  generally  easier  to  assign  each  employment/unemployment  poss\h\\\tY  (working  full-time,  working 
part-time,  unemployed,  etc.)  with  a  number  and  then  use  that  number  as  the  interview  is  being 
completed  and  as  data  is  prepared  for  entry  into  a  computer. 


Administering  tke  Survey 

The  method  or  methods  of  administering  the  survey  depend  on  many  variables  including:  (1) 
the  number  ofpopulations  to  be  surveyed;  (2)  timelines;  (3)  survey  mode  selected,  i.e.,  mail,  telephone 
or  personal  interview;  and  (4)  whether  some  data  will  be  obtained  from  school  records  or  requested 
from  students  prior  to  their  leaving  school. 

One  of  the  easiest  ways  to  survey  current  students  is  during  the  class  day.  If  it  is  to  be  a  sample 
rather  than  a  census  follow-up,  caution  must  be  taken  to  avoid  cluster  sampling.  For  instance,  if  a 
sampling  is  taken  of  seniors  and  the  survey  is  administered  during  the  civics  class,  the  results  may  be 
skewed  since  seniors  not  in  that  civics  class  were  not  surveyed. 

When  the  test  is  being  administered,  staff  should  be  available  to  answer  questions  and  to  ensure 
the  forms  are  completed  and  returned.  If  students  are  absent  on  the  day  the  survey  is  administered, 
steps  must  be  taken  to  ensure  that  they  are  surveyed  at  a  later  date. 

The  survey  may  also  be  administered  through  telephone  or  personal  interviews.  This  method 
requires  that  staff  be  trained  in  proper  interviewing  techniques  and  have  the  expertise  and  knowledge 
to  respond  to  questions  and  elicit  responses  from  those  being  surveyed. 

Another  common  method  is  the  mail-out  survey.  While  this  is  an  effective  method  of  reaching 
a  large  group,  the  response  rates  vary  widely  and  often  necessitate  follow-up  reminders  to  ensure  an 
adequate  response  rate.  It  is  very  important  that  mail-out  surveys  can  stand  alone  without  necessitating 
further  clarification.  Thus,  carefully  worded  instructions  must  be  included  with  the  instrument. 
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Ensuring  Maximum  Response  Rates 

Even  if  the  entire  population  is  sampled  (census),  low  response  rates  may  undermine  the 
credibility  of  the  study  and  negate  the  validity  of  the  responses.  It  is  important  to  be  extremely 
persistent  in  "tracking  down"  non-respondents. 

The  evidence  on  mailed  questionnaires  indicates  that  at  least  three  mailings  and/or  reminders  are 
required  to  obtain  an  adequate  response.  Schools  may  want  to  encourage  responses  to  surveys  by 
offering  incentives  to  those  who  respond  such  as  free  passes  to  home  games  or  concerts  or  a  personalized 
pencil. 

If  the  design  calls  for  conducting  telephone  or  personal  interviews,  ensure  that  the  guidelines 
adopted  for  conducting  the  surveys  allow  for  a  maximum  number  of  attempts  to  locate  and  interview 
the  selected  individuals.  Forms  developed  for  telephone  interviewing  should  allow  for  tracking  the 
attempts  to  locate  individuals  to  be  interviewed. 
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Part  IV. 


ANALYZING  RESULTS 


Compiling  and  Scoring  the  Data 

When  the  completed  questionnaires  are  collected,  they  need  to  be  checked  for  completion  and 
proper  coding  (if  any),  and  the  data  is  entered  into  the  computer  or  entered  on  a  "hand-tally  sheet." 
The  completed  questionnaires  should  be  maintained  as  "back-up"  material  in  case  the  original  data 
is  lost.  Also,  the  master  list  should  be  kept  current  at  all  times  as  additional  information  is  received 
such  as  new  addresses,  names  and  telephone  numbers. 

Analyzing  Data 

When  provisions  are  made  for  coding,  compiling  and  scoring  the  data,  personnel  should 
determine  how  the  data  will  be  analyzed  and  presented.  Analysis  will  be  determined  by  the  capacities 
of  the  particular  "hand-tally  method,"  software  and  the  reasons  for  analyzing  the  data. 

Presenting  Data 

Survey  personnel  present  data  by  reporting  how  ofteri  an  observation  falls  into  a  category 
(frequency),  i.e.,  the  number  or  percent  of  female  graduates  who  report  going  to  post-secondary  school 
while  holding  full-time  jobs.  For  example,  a  question  asks,  "How  long  after  leaving  high  school  did 
it  take  you  to  secure  a  job?  1-4  weeks,  5-8  weeks,  9-12  weeks,  13  or  more  weeks,  or  unknown."  Sixty 
graduates  are  surveyed;  50  responses  are  received  with  5  responding  in  the  first  category,  10  in  the 
second  category,  30  in  the  third  category,  3  in  the  fourth  category,  and  2  in  the  last  category.  The 
frequencies  are  "5,"  "10,"  "30,"  "3,"  and  "2."  The  frequencies  could  also  be  expressed  as  percentages, 
i.e.,  10  percent,  20  percent,  60  percent,  6  percent,  and  4  percent. 

Data  may  be  reported  as  summary  averages  including  the  mode  (most  frequently  reported 
answer),  mean  (average),  or  median  (middle  response).  The  range  of  responses  may  also  be  reported. 
For  example,  the  range  for  the  above  example  would  be  from  2  to  30.  The  questions  often  lend 
themselves  readily  to  one  type  of  result  description  or  another.  Citing  the  range  for  the  above  example 
would  not  be  a  good  way  of  reporting  those  particular  results. 

Data  may  also  be  presented  in  text  form  using  frequencies  or  percentages,  often  in  table  form. 
Example:  23  percent  of  the  male  graduates  and  32  percent  of  the  female  graduates  were  employed  ftiU- 
time  within  one  year  after  graduation.  Graphics  may  also  be  used  in  presentations  such  as  pie  charts, 
bar  charts,  and  line  graphs.  Graphics  are  an  effective  way  of  presenting  information.  They  lend 
themselves  easily  to  comparisons. 

Materials  prepared  for  general  distribution  should  not  contain  complex  statistics.  Data  that  is 
presented  in  both  numerical  and  word  form  is  an  effective  way  of  communicating.  Those  presenting 
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information  should  strive  to  be  brief,  to  be  understandable,  and  to  present  clear,  visual  illustrations. 

There  are  a  number  of  guidelines  which  should  be  followed  when  presenting  data  in  a  table  or 
graphic  format.  These  include:  (1)  headings  that  describe  the  information  contained  in  the  table  or 
graph,  (2)  the  values  or  categories  of  each  piece  of  data,  (3)  the  number  that  responded  and  (4)  the 
number  that  did  not  respond  to  the  survey. 

Interpreting  and  Using  the  Data 

The  initial  planning  for  the  study  should  identify  how  the  study  results  will  be  used  in  improving 
educational  services.  Accreditation  Standard  10.55.60.3  jtates  that  results  of  follow-up  studies  for 
graduates  and  students  progressing  through  the  system  shall  be  considered  in  curriculum  development 
and  shared  with  staff  and  school  consultants. 

Results  of  the  study  should  also  be  used  along  with  other  measures  by  school  district  personnel 
to  improve  the  educational  programs  and  services  of  the  district.  It  may  also  be  used  by  school  board 
members  to  identify  strengths  and  weaknesses  in  the  educational  programs  as  perceived  by  the 
populations  surveyed. 

One  must  keep  in  mind  that  survey  responses  measure  opinions  at  one  point  in  time.  A  change 
in  circumstances  made  after  the  surveys  are  completed  may  change  the  opinions  of  those  who  were 
surveyed. 

It  should  also  be  remembered  that  the  follow-up  study  is  only  one  of  the  measures  that  schools 
may  use  to  assess  their  programs.  Other  measures  include  faculty  opinions,  dropout  rates,  college  test 
scores,  and  standardized  test  scores. 

Summary 

The  process  outlined  in  this  monograph  provides  information  on  how  to  plan,  dfesign  and 
implement  a  follow-up  study. 

Follow-up  studies  can  assist  a  school  district  in  its  annual  planning  process.  The  outcomes  of 
the  study  can  assist  school  board  members  in  making  current  programs  more  effective  and  designing 
new  programs  to  meet  the  needs  of  an  ever-changing  society. 

The  sample  surveys  contained  in  the  Appendices  have  been  developed  as  models  to  be  used  by 
schools  in  developing  instruments.  The  surveys  are  comprehensive  and,  in  most  cases,  request  more 
information  than  will  be  needed  by  individual  schools. 

Questions  shown  on  the  Parent/Citizen  Survey  marked  with  an  asterisk  (*)  were  taken  from  the 
22nd  Annual  Gallup  Poll  of  the  Public's  Attitudes  Toward  the  Public  Schools,  by  Stanley  M. 
Elam,  as  published  in  the  September  1990  issue  of  Phi  Delta  Kappan.  These  survey  questions  were 
included  to  enable  local  schools  to  compare  local  attitudes  with  national  attitudes.  Other  questions 
were  developed  that  relate  to  nationwide  surveys  and  national  longitudinal  surveys,  again  providing 
opportunity  for  comparison  to  national  norms. 
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Appendix  A 


Sample  Letter 
Elementary  School  Student 


Dear  Student: 

Our  school  district  is  always  trying  to  improve  school  programs  in  order  to  help  students  advance 
to  their  next  grade  level.  To  help  us  find  out  if  you  felt  prepared  to  advance  from  elementary  school 
to  middle  school  or  junior  high  school,  we  are  asking  you  to  complete  the  enclosed  survey. 

Do  not  sign  the  survey.  With  no  name  on  the  survey,  your  responses  will  be  treated  anonymously. 
Please  place  the  completed  survey  in  the  locked  box  provided  in  the  study  hall  by  (date).  If  you  would 
like  to  take  the  survey  home  and  have  your  parent  help  you  complete  it,  please  do  so.  Just  remember 
to  return  it  by  (date). 

Thank  you  for  sharing  your  thoughts  with  us. 

Sincerely, 


Principal 
Enclosure 
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Appendix  B 


Elementary  School  Student  Survey 


Section  I  of  the  survey  contains  baseline  data,  which  would  probably  be  collected  from  school 
records  and/or  a  survey  completed  before  students  advance  to  a  higher  grade  level  or  a  new  school. 

Section  II  would  be  completed  after  the  student  progressed  from  one  grade  level/school  to 
another. 

Section  I  -  Demographic  Data 

1.  Gender:  Q  Male    Q  Female 

2.  Racial/Ethnic  Group: 

Q American  Indian/Alaskan  Native  [^Asian/Pacific  Islander  Q  Black  QJ  Hispanic  Q  White 

3.  Grade:       4,       5,       6,       7,       8 
Section  II  -  School  Experience 

1 .  Do  you  think  the  previous  school  did  a  good  job  in  helping  you  advance  to  your  next  grade  and 
the  current  school? 

□  Yes    □  No 

2.  Are  there  any  subjects  or  areas,  such  as  multiplication  tables,  that  you  didn't  learn  at  the  previous 
school  that  you  need  in  your  current  school.'' 

□  Yes    QNo 

If  yes,  what  were  they? 


3.  Do  you  think  the  amount  of  homework  you  had  at  the  previous  school  was: 

Q  too  much    Q  too  little    QJ  just  right? 

4.  When  you  had  a  problem  or  were  very  sad,  was  there  someone  at  the  previous  school  who  helped 
you  or  made  you  feel  better? 

□  Yes    IjNo 
If  yes,  who  helped  you? 
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What  did  you  like  best  about  the  previous  school? 


What  did  you  like  least  about  the  previous  school? 


(For  questions  5  and  6  you  might  include  a  list,  i.e.,  teachers,  building/classroom,  gymnasium/ 
playground,  library,  resource  room,  school  lunch,  computers,  sports,  etc.) 

7.  How  could  the  previous  school  become  a  better  learning  place  for  new th  grade  students? 
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Appendix  C 


Sample  Letter 
Middle  School  or  Junior  High  School  Student 


Dear  Student: 

Our  school  district  is  always  trying  to  improve  school  programs  in  order  to  help  students  advance 
to  their  next  grade  level.  To  help  us  find  out  if  you  felt  prepared  to  advance  from  middle  school  or 
junior  high  school  to  high  school,  we  are  asking  you  to  complete  the  enclosed  survey. 

Do  not  sign  the  survey.  With  no  name  on  the  survey,  your  responses  will  be  treated  anonymously. 
Please  place  the  completed  survey  in  the  locked  box  provided  in  the  study  hall  by  (date).  If  you  would 
like  to  take  the  survey  home  and  have  your  parent  help  you  complete  it,  please  do  so.  Just  remember 
to  return  it  by  (date). 

Thank  you  for  sharing  your  thoughts  with  us. 

Sincerely, 


Principal 
Enclosure 
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Appendix  D 

Middle  School  or  Junior  High  School 

Student  Survey 


Section  I  of  the  survey  contains  baseline  data,  which  would  probably  be  collected  from  school 
records  and/or  a  survey  completed  before  students  advanced  to  a  higher  grade  level. 

Section  II  would  be  completed  after  student  advanced  from  one  grade  level/school  to  another. 


Section  I  -  Demographic  Data 

1 .  Gender:  Q  Male    Q  Female 

2.  Racial/Ethnic  Group: 

[^American  Indian/Alaskan  Native  []]  Asian/Pacific  Islander  Q  Black  Q  Hispanic  []]  White 

3.  Grade:        4,       5,      6,      7,       8,      9 
Section  II  -  School  Experience 

1 .  How  prepared  do  you  feel  you  were  to  advance  from  middle  school  or  junior  high  school  to  high 
school? 

Q]  well  prepared  Q]  adequately  prepared  [^  poorly  prepared  Qnot  prepared  Qdon'tknow 

2.  If  you  did  not  feel  adequately  or  well  prepared,  were  there  courses  or  major  areas  of  some  courses 
for  which  you  did  not  feel  prepared.'' 

□  Yes    nNo 

If  yes,  what  were  they? 


3.  Overall,  how  satisfied  were  you  with  the  school  principal/superintendent? 

QJ  very  satisfied    [J  satisfied    Q  dissatisfied    Q  very  dissatisfied    Q  don't  know 

4.  Overall,  how  satisfied  were  you  with  the  school  teacher(s)? 

□  very  satisfied    Q]  satisfied    Q  dissatisfied    Q  very  dissatisfied    Q  don't  know 
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5.  Do  you  think  the  amount  of  homework  you  had  at  the  previous  school  was: 

Q  too  much    Q  too  Httle    Q  just  right? 

6.  Did  you  think  the  amount  of  disciphne  was: 

Q  too  strict    Q  about  right    Q  too  lenient    Q  don't  know 

7.  Do  you  think  you  had  enough  help  from  your  teachers  (homeroom  teachers,  counselors,  etc.) 
in  selecting  your  course  of  study  for  junior  high  school  (or  high  school)? 

□  Yes    QNo 

8.  When  you  had  a  personal  problem  while  in  the  previous  school,  did  you  have  a  counselor  or 
someone  to  help  you  work  through  your  problems? 

□  Yes    □  No 

9.  What  did  you  like  best  about  the  previous  school? 


10.    What  did  you  like  least  about  the  previous  school? 


(For  questions  9  and  10  you  might  include  a  list,  i.e.,  teachers,  building/classroom,  gymnasium/ 
playground,  library,  resource  room,  school  lunch,  computers,  sports,  etc.) 

1 1 .    What  could  the  previous  school  do  to  better  prepare  students  to  advance  to  junior  high  (or  high 
school)? 
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Appendix  E 


Sample  Letter 
High  School  Senior  Student 


Dear  Student: 

Our  school  district  is  always  trying  to  improve  school  programs  in  order  to  help  students  prepare 
for  adult  life.  One  way  to  evaluate  our  programs  is  to  ask  seniors  what  their  future  plans  are  and  how 
prepared  they  are  for  their  future  endeavors. 

To  assist  us,  we  would  appreciate  it  if  you  would  complete  the  attached  questionnaire  and  return 
it  to  (name  of  project  coordinator)  by  (date).  Providing  names  and  addresses  of  alternate  contact 
persons  will  help  us  contact  you  at  a  later  date  to  see  if  your  plans  materialized  and  if  your  feelings  about 
your  school  experience  have  changed. 

Your  responses  will  be  kept  in  strict  confidence.  Your  name  will  never  be  associated  with  the 
survey.   If  you  have  any  questions,  please  feel  free  to  contact  (name  of  project  coordinator). 

Thank  you  for  being  an  important  part  of  this  study. 


Sincerely, 

Principal 
Enclosure 
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Appendix  F 


High  School  Senior  Student  Survey 


The  survey  would  be  completed  by  high  school  seniors  before  the  students  left  high  school  during  an  exit  interview.  Section 
I,  Demographic  Data,  could  probably  be  collected  from  school  records. 

Section  I  -  Demographic  Data 

1 .  Name  on  School  Records  (first,  middle  and  last): 

2.  Date  of  birth  (month,  day  and  year): 

3.  Racial/Ethnic  Group: 

rn  American  Indian/Alaskan  Native    Q^  Asian/Pacific  Islander    [^  Black    [^Hispanic    FH  White 

4.  Placement  in  class/grade  point  average: 


5.  Length  oftime  enrolled  at  X  High  School  (years/semesters): 

6.  Date  enrolled  in  X  High  School  (month  and  year): 

7.  Program  of  study  in  X  High  School: 

I    I  academic/college  preparatory     [^  vocational/work  preparatory     Q  general/regular  preparatory 

Section  II  -  Future  Contact  Data 

(Getting  the  names  and  addresses  of  alternate  contact  persons  will  help  us  keep  in  contact  with  you  over  the  next  few  years. ^ 
1 .         Current  address  of  student  and/or  parents  (street,  PO  box,  city,  state  and  ZIP): 


Telephone:  ( )_ 


2.         Name  of  alternate  contact  person  (relative):_ 
Address  (street,  PO  box,  cirv,  state  and  ZIP): 


Telephone:  ( )_ 


3.        Name  of  alternate  contact  person  (non-relative) 
Address  (street,  PO  box,  city,  state  and  ZIP): 


Telephone:  ( )_ 


Section  III  -  School  Experience 

1.  Overall,  how  satisfied  were  you  with  the  quality  of  the  educational  program  in  your  high  school? 

[^  very  satisfied    [^satisfied    [^  no  opinion    [^dissatisfied    |    |  very  dissatisfied 

2.  Please  rate  the  emphasis  the  school  places  on  the  following  curricula  and  activities. 


Too 

About 

Too 

No 

Much 

Right 

Little 
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D 

n 

n 

D 

n 

D 

□ 

n- 

n 

□ 

n 

Basic  skills  (reading,  writing,  mathematics) 
Vocational-technical  programs 
College-preparatory  programs 
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Variety  of  curricula  offered 
Extracurricular  activities  (excluding  athletics) 
Extracurricular  athletic  activities 
Schooi-to-work  transition  programs,  helping 

students  find  employment 
Guidance  services: 

Career  counseling,  helping  students  focus  on  a  career 
College  preparation,  helpingstudents  continue  their  education 
Occupational  counseling,  helping  students  focus  on 

a  job  after  high  school 
Personal  counseling,  help  with  personal  problems 
Student  organizations  (vocational  organizations, 

fine  arts  organizations,  etc.) 
Security/student  safety,  etc. 
Transportation  services 
Cooperative  education/work  experience 
Other  (specify) 

3.  Which  teaching  method  did  you  find  the  most  helpful? 

I    I  Lectures 

□  Labs 

I    I  Movies,  slides 

I    I  Class/group  discussions 

I    I  Learning  by  doing  (including  on-the-job  training) 

I    I  Study  guides  or  programmed  instruction,  such  as  computer-aided  instruction 

4.  The  purpose  of  this  survey  is  to  improve  learning.  Briefly,  what  changes  would  you  recommend  for  improving  the 
services  offered  to  students  in  the  school? 


5.  Please  rate  the  following  high  school  experiences,  such  as  academic  curriculum,  physical  plant  facilities,  teachers/ 
administration/counseling,  activities  offered,  etc.   Provide  an  appropriate  scale. 

6.  Please  rate  the  following  courses  or  groups  of  courses,  or  rate  them  relevant  to  continuing  education  or  employment. 
Provide  an  appropriate  scale. 

Section  IV  -  Future  Plans 

1.        What  are  your  plans  for  the  near  future?   (Could  specify  a  time  period,  such  as  a  year.) 

I  I  Plan  to  continue  education  and  work  part-time 

I  I  Plan  to  continue  education  and  not  work 

[  I  Plan  to  work  full-time 

I  I  Plan  to  enter  military  service 

I  I  Plan  to  be  employed  in  the  home  (homemaker,  parent,  etc.) 

I  I  Plan  to  enter  apprenticeship  or  on-the-job  training  program 

I  I  Plan  to  be  self-employed  (farming,  business  owner,  etc.) 

I    I  Plans  are  uncertain 
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2.         Please  rate  the  amount  of  influence  the  following  persons  or  groups  of  persons  had  in  influencing  your  future  plans: 


vdajor 

Minor 

No 

Infl. 

Infl. 

Infl. 

D 

D 

D 

Parents,  relatives 

D 

D 

□ 

Teachers,  other  than  vocational  education  teachers 

D 

D 

D 

Teachers,  vocational  education 

n 

D 

n 

Counselors 

n 

D 

n 

Employer 

n 

D 

n 

Friends 

n 

D 

□ 

Other  (specify) 
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Appendix  G 


Sample  Letter 
High  School  Graduate 


Dear  Graduate: 

Our  school  district  is  constantly  striving  to  improve  its  programs  in  order  to  provide  a  better 
service  to  our  students.  One  way  to  evaluate  our  progress  is  to  survey  the  opinions  of  graduates.  The 
purpose  of  the  survey  is  to  have  you  tell  us  how  well  our  educational  programs  have  prepared  you  for 
further  education,  entry  into  the  work  force  or  military,  transfer  to  another  school,  or  other  endeavors. 

If  there  are  changes  that  need  to  be  made  to  improve  the  educational  system  in  our  school,  we 
need  to  know.  To  help  us  in  this  task,  we  would  appreciate  your  taking  a  few  minutes  to  complete 
the  enclosed  survey. 

(Alternate  paragraph  for  students  from  whom  a  baseline  survey  was  collected  while  the  student 
was  still  in  school.  "During  the  12th  grade  (or  before  you  transferred),  you  completed  a  questionnaire 
about  your  plans  for  school  or  a  job  after  high  school.  Your  responses  were  helpful  and  we  thank  you 
for  your  cooperation.) 

"We  are  now  asking  you  and  a  small  group  of  graduates  to  share  your  opinions  and  experiences 
since  graduation.  Since  these  surveys  are  being  sent  to  a  small  number  of  graduates,  it  is  important 
that  every  person  respond.  Please  take  a  few  minutes  to  complete  the  survey  and  mail  it  within  two 
days.   Postage  has  been  prepaid." 

Your  responses  will  be  kept  in  strict  confidence.  Your  name  will  never  be  associated  with  the 
survey.    Please  return  the  completed  questionnaire  in  the  enclosed  prepaid  envelope  by  (date). 

Thank  you  for  your  help  in  improving  our  school  programs. 

Sincerely, 


Principal 
Enclosure 
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Appendix  H 

Survey  #  (if  needed) 


High  School  Graduate  Survey 


There  are  three  groups  of  former  high  school  students  who  could  be  surveyed:  (1)  high  school  graduates,  (2)  high  school 
students  who  transferred  to  another  high  school,  and  (3)  high  school  students  who  dropped  out  without  graduating.  All 
former  students  (graduates,  transfer  students  and  dropouts)  would  complete  the  entire  survey  form.  In  addition,  students 
who  met  the  definition  of  a  dropout  would  also  be  sent  a  copy  of  the  Dropout  Supplement. 

Section  I  of  the  survey  contains  demographic  baseline  data,  which  would  probably  be  collected  from  school  records  and/ 
or  a  survey  completed  before  students  transferred,  graduated  or  dropped  out  of  school .  This  baseli  ne  data  could  be  collected 
during  an  exit  interview. 

Sections  II,  III,  IV,  V,  and  VI  would  be  completed  by  the  former  student  regarding  his/her  current  status,  continuing 
education,  employment  histor)',  current  employment/job,  and  his/her  opinions  regarding  the  high  school  he/she  attended. 


Section  I  -  Baseline  Data 


1 


Name  on  School  Records  (first,  middle  and  last): 

Date  of  birth  (month,  day  and  year): 

3.  Gender:  [^  Male    Q^  Female 

4.  Racial/Ethnic  Group: 

[[]  American  Indian/Alaskan  Native    [^  Asian/Pacific  Islander    Q  Black    Q  Hispanic    |    |  White 

5.  Placement  in  class/grade  point  average: 


6.  Highest  level  completed  at  X  High  School: 

7.  LengthoftimeenrolledatXHighSchool  (yeafs/semesters): 

8.  Date  enrolled  in  X  High  School  (month  and  year): 

9.  Program  of  study  in  X  High  School: 

I    I  academic/college  preparatory    Q  vocational/work  preparator)'    [^  general/regular  preparatory 

10.  Date  of  graduation,  transfer,  or  dropout  (month  and  year): 


Section  II  -  Current  Status 


1 .  Current  name  (first,  maiden  and  last): 

2.  Current  address  (street,  P.O.  box,ciry,stateandZIP)_ 


Which  one  of  the  following  best  describes  what  you  are  doing  now? 

I  I  Continuing  education  and  working 

I  I  Continuing  education  and  not  working 

I  I  Work  full-time  (30+  hours/week)  and  not  continuing  education 

I  I  Working  part-time  (less  than  30  hours/week)  and  not  continuing  education 

I  I  Not  working  but  looking 

I  I  Not  working— not  available  for  employment,  i.e.,  disabled,  etc. 

I  I  Not  working  and  not  looking  for  work 

I  I  Employed  in  the  home  (homemaker,  parent,  etc.) 
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I    I  Active  military  service 

I    I  Self-employed  (farming,  business  owner,  etc.) 

rn  Job  training  or  retraining  (i.e.,  JTPA,  vocational  rehabilitation,  dislocated  worker  training,  displaced 

homemaker  training,  etc.) 
I    I  Layed  off  from  job,  looking  for  new  job 
I    I  Other  (specify) 

4.         Indicate  the  highest  level  of  education  you  have  completed: 

I    I  High  school  diploma 

I    I  GED  (high  .school  equivalency) 

rn  Vocational-technical  program  completed  (l-yr.  certificate  or  2-yr.  associate  degree) 

I    I  Other  associate  degree  (2-yr.  program) 

I    I  Some  college-level  work  completed 

I    I  Bachelor's  degree 

I    I  Master's  degree 

□  Ph.D. 

I    I  Other  (specify) 

Section  III  -  Evaluation  of  High  School  Experience 

1.  Overall,  how  satisfied  were  you  with  the  quality  of  the  educational  program  in  your  high  school.' 

I    I  very  satisfied    QJ  satisfied    Q  no  opinion    [^  dissatisfied    [^  very  dissatisfied 

2.  Please  rate  the  emphasis  the  school  places  on  the  following  curricula  and  activities: 

Too       About       Too  No 

Much       Right        Little     Opinion 


D 

n 

n 

D 

D 

n 

D 

D 

D 

n 

n 

D 

D 

n 

n 

D 

D 

n 

D 

D 

D 

n 

D 

D 

D 

n 

D 

D 

D 

n 

n 

n 

D 

n 

D 

D 

D 

n 

D 

D 

D 

D 

D 

D 

D 

n 

D 

n 

D 

n 

D 

n 

n 

n 

D 

D 

n 

n 

D 

n 

n 

n 

D 

n 

n 

n 

n 

D 

Basic  skills  (reading,  writing,  mathematics) 

Vocational-technical  programs 

College-preparatory  programs 

Variety  of  curricula  offered 

Extracurricular  activities  (excluding  athletics) 

Extracurricular  athletic  activities 

School-to-work  transition  programs,  helping  students  find  employment 

Guidance  services: 

Career  counseling,  helping  students  focus  on  a  career 

College  preparation,  helping  students  continue  their  education 

Occupational  counseling,  helping  students  focus  on  a  job  after  high 

school 
Personal  counseling,  help  with  personal  problems 

Student  organizations  (vocational  organizations,  fine  arts  organ izations,etc.) 

Security/student  safety,  etc. 

Transportation  services 

Cooperative  education/work  experience 

Other  (specify) 
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3.  Which  teaching  method  did  you  find  the  most  helpful? 

I    I  Lectures 

QLabs 

I    I  Movies,  slides 

I    I  Class/group  discussions 

I    I  Learning  by  doing  (including  on-the-job  training) 

I    I  Study  guides  or  programmed  instruction,  such  as  computer-aided  instruction 

4.  The  purpose  of  this  survey  is  to  improve  learning.  Briefly,  what  changes  would  you  recommend  for  improving  the 
services  offered  to  students  in  the  school? 

5.  Please  rate  the  following  high  school  experiences,  such  as  academic  curriculum,  physical  plant  facilities,  teachers/ 
administration/counseling,  activities  offered,  etc.    Provide  an  appropriate  scale. 

6.  Please  rate  the  following  courses  or  groups  of  courses,  or  rate  them  relevant  to  continuing  education  or  employment. 
Provide  an  appropriate  scale.  [Each  school  determines  which  courses  it  wants  rated.] 

Section  IV  -  Continuing  Education 

Complete  this  section  if  since  high  school  you  have  attended,  are  currently  attending,  or  plan  to  attend  a  post-secondary 
institution--technical  school,  college,  university,  etc. 

1 .  Describe  the  postsecondary  institution  you  have  attended,  are  attending,  or  plan  to  attend.  If  you  have  attended 
more  than  one  use  an  "X"  to  mark  each  school  you  have  attended.  Mark  the  one  you  last  attended  with  an  "L."  Mark 
a  school  that  you  plan  to  attend  in  the  near  future  with  a  "P ": 

I  I  public  four-year  college/university 

I  I  private  four-year  college/university 

I  I  public  two-year  college  (community/junior) 

I  I  private  two-year  college  (community/junior) 

I  I  Native  American  community  college 

I  I  vocational-technical  school 

I  I  private/proprietary  vocational  or  trade  school 

Q  Other  (specify) 

(If  a  school  is  interested  in  which  schools  a  former  student  has  attended,  rather  than  a  type  of  .school  as  shown  above, 
the  school  could  provide  a  sheet  listing  all  Montanapostsecondary  schools  with  coding  and  then  a  code  for  any  out- 
of-state  schools.   Refer  to  School  Supplement.) 

2.  What  is  your  major  area  of  post-secondary  education  or  your  degree  goal? 

Specify: 

(This  category  could  be  closed-end,  with  a  specified  listing  of  possible  areas,  such  as  U.S.  Office  of  Education  Codes 
or  Standard  Industrial  Classification  codes,  or  open-ended.  Open-ended  questions  are  harder  to  categorize  and 
compile.) 

3.  How  much  postsecondary  education  have  you  completed? 


I    I  Less  than  1  year 
□  I-2yrs 
n  3-4  yrs 
n  5-6  yrs 
I    I  over  6  yrs 
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4.  How  well  prepared  were  you  for  your  continuing  education? 

I    I  well  prepared    Q  adequately  prepared    |^  not  prepared    Q  don't  know 

(Alternatively,  the  school  could  list  areas  or  programs  and  ask  them  to  be  rated  as  weak  areas  or  strong  areas  of 
preparation.) 

5.  For  what  reason  did  you  decide  to  continue  your  education? 

I    I  Career  selected  required  a  degree 

I    I  Personal  satisfaction,  self-improvement 

I    I  Couldn't  find  a  job  other  than  minimum/low  wage 

[^Job  advancement 

I    I  Obtain  or  maintain  professional  certification 

I    I  Parents  wanted  me  to 

I    I  Friends  all  went  to  college 

rnTo  obtain  job  skills  (vocational/technical  program) 

I    I  No  definite  objective  in  mind 

I    I  Other  (specify) 

Section  V  -  Employment  History 

Complete  this  sub-section  only  if  you  have  held  at  least  one  full-time  job  since  leaving  high  school. 

1 .  Which  of  the  following  provided  you  with  the  most  help  in  finding  your  first  full-time  job  after  leaving  high  school? 

I    I  High  school  counselor(s) 

I    I  Vocational  education  teacher(s) 

I    I  Other  teachers,  administrators  or  staff 

I    I  Peers,  fellow  students,  friends 

I    I  Parents  and  other  relatives 

[^Job  Service  Center 

[^Job  training  program 

I    I  Private  job  placement  organization 

□  Self 

I  I  Military  recruiter 

I  I  Newspapers,  want  ads,  trade  magazines 

I  I  College  placement  office 

I  I  Unsolicited  offer  from  an  employer,  including  on-the-job  training 

I  I  Other  (specify) 

2.  How  prepared  were  you  to  enter  employment  after  high  school? 

□  well  prepared    Q  adequately  prepared    Q  not  prepared    □  don't  know 

(Alternatively,  the  school  could  list  areas  or  programs  and  ask  them  to  be  rated  as  weak  areas  or  strong  areas  of 
preparation.) 

3.  How  many  full-time  jobs  have  you  had  since  leaving  high  school? 

□  0 

□  1-2 

□  3-4 
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4.         Other  than  basic  skills  (reading,  writing  and  arithmetic),  please  list  the  top  three  courses  most  helpful  in  helping 
you  find  and  continue  employment. 

1. 

2. 

3. 


If  you  had  difficulty  finding  a  full-time  job  after  high  school,  please  indicate  if  any  of  the  following  were  a  major 
reason  (MAJ),  minor  reason  (MIN),  or  not  a  reason  (N/R)  for  not  finding  employment. 


Major      Minor      N/R 


D 

n 

D 

n 

D 

□ 

n 

D 

D 

n 

D 

n 

n 

n 

n 

n 

D 

n 

n 

n 

D 

n 

n 

D 

n 

n 

D 

n 

D 

n 

D 

n 

n 

D 

n 

n 

n 

D 

D 

Lack  of  job  skills  and  technical  knowledge  or  training 

Lack  of  skills  in  completing  job  applications 

Lack  of  skills  in  resume  writing  and  application  letter  writing 

Lack  of  interviewing  skills 

Lack  of  job  finding  skills 

Lack  of  basic  skills  (reading,  writing  and  arithmetic) 

Lack  of  job/work  experience 

Lack  of  career/occupational  counseling  (couldn  t  identify  career  goals  and  preparation 

necessary  to  reach  those  goals) 
Prejudice/discrimination  (age,  sex,  handicapping,  race) 
Couldn't  find  a  job  with  adequate  pay 

Couldn't  find  a  job  in  the  area  (city/state)  in  which  I  wanted  to  live 
Couldn  t  find  a  job  in  the  occupational  area  in  which  I  was  interested 
Other  (specify) 


Section  VI  -  Current  Employment/lob 

Complete  onfy  if  you  are  currently  employed  full-time. 

1 .         When  did  you  start  working  in  your  present  occupation? 

I    I  Before  enrolling  in  high  school,  (specify  month/year) 

I    I  While  attending  high  school,  (specify  month/year) 

I    I  After  leaving  high  school,  (specify  month/year) 


2.         Is  your  job  related  to  the  training  you  received  at  our  school? 

□  Yes    □No 
3-         How  closely  related  is  your  current  occupation  to  the  occupation  you  planned  while  vou  were  in  high  school? 

I    I  closely  related    □  somewhat  related    □  not  related    □  don't  know 

4.         What  is  your  job  title? (perhaps  from  a  list) 

Or  what  best  describes  your  current  occupation? (Again,  perhaps  from  a  list) 

Are  you  in  the  same  job  as  when  you  started  or  have  you  received  a  promotion? 

I    I  Same  job    □    Received  promotion/raise 

34 


5.         Employer  information: 
Employer's  name: 


Employer's  address: 

Employer's  telephone:. 


May  we  contact  your  immediate  supervisor  in  our  Employer  Survey? 

□  Yes    QNo 
If  yes,  name  ofim mediate  supervisor: 


6.  What  is  your  present  wage,  before  deductions?   Do  not  include  overtime. 

$ per     □  hour       Q  week      Q]  month      Q  year  (indicate  appropriate  time) 

How  many  hours  do  you  work  during  an  average  week?  hours 

7.  Please  check  the  following  benefits  you  receive  from  your  employer: 

I    I  medical  insurance    Q  life  insurance    Q  dental  insurance     Q  child  care    Q  education/training 
I    I  sick  leave    Q  vacation  Q  stock  option  Q  none  [J  other  (specify) 


How  much  of  what  you  learned  at  school  is  used  on  your  job? 
□  very  little    Q     some    Q  a  great  deal    Q    no  opinion 
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School  Supplement 

postsecondary  education  institutions 


Mark  all  that  apply.  Mark  all  schools  attended  since  leaving  high  school  with  an  "X."  Mark  a  school  that  you 
are  currently  attending  with  a  "C. "  Mark  the  school  you  last  attended  with  an  "L."  Mark  a  school  that  you 
plan  to  attend  in  the  near  future  with  a  "P."  As  an  alternative,  the  schools  could  be  coded  and  that  code 
transferred  to  an  appropriate  place  on  the  survey  form. 

The  Montana  University  System  Other  In-state  Institutions 

(such  as  private,  proprietary  schools) 

I    I  Eastern  Montana  College 

I    I  Montana  College  of  Mineral  Science  and  Technology 

I    I  Montana  State  University  ^  i        ^  c  x       •       • 

' — '  Other  Out-or-state  Institutions 

I    I  Northern  Montana  College  i      v.  ,     f   .  ,        ii  ■        ■.•  a 

I — I  ^  (such  as  out-or-state  colleges  or  universities  and 

□  University  of  Montana  private,  proprietary  schools) 

I    I  Western  Montana  College  of  the  U  of  M 


Na 


Name_ 


Postsecondary  Vo-tech  Centers 


I    I  College  of  Technology,  MSU — Billings 

I    I  Division  of  Technology,  Montana  Tech  of  the  U  of  M — Butte 

I    I  MSU  College  of  Technology — Great  Falls 

I    I  Helena  College  of  Technology  of  the  U  of  M 

I    I  College  of  Technology,  The  U  of  M — Missoula 

Public  Community  Colleges 

I    I  Dawson  Community  College 

I    I  Flathead  Valley  Community  College 

I    I  Miles  Community  College 

Private  Colleges 

[^  Carroll  College 

I    I  College  of  Great  Falls 

I    I  Rocky  Mountain  College 

Tribal  Colleges 

I    I  Blackfeet  Community  College 

I    I  Dull  Knife  Memorial  College 

I    I  Fort  Belknap  College 

I    I  Fort  Peck  Community  College 

I    I  Little  Big  Horn  Community  College 

I    I  Salish-Kootenai  Community  College 

I    I  Stone  Child  College 
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Dropout  Supplement 


Please  blacken  the  appropriate  circles  indicating  whether  it  was  a  major  reason  (MAJ),  minor  reason  (MIN),  or  not 
a  reason  (N/R)  why  you  left  school  before  graduation;  you  may  indicate  more  than  one  reason. 

MAJ        MIN        N/R         Item 

Attendance/suspension  problems 

Lack  of  interest,  bored  with  school 

Academic  problems,  poor  grades,  behind  grade  level 

Couldn't  get  along  with  teachers 

Couldn't  get  along  with  administrator 

Couldn't  get  along  with  guidance  counselor(s) 

Family  problems 

Family  responsibilities 

Disliked  particular  course 

Disliked  everything 

Couldn't  get  along  with  other  students 

Discipline/suspension  problems 

Older  than  other  students  in  my  class 

Financial  problems 

Illness/homebound/hospitalization 

Illness  in  family 

School  lacked  desired  program  or  course 

Pregnant 

Married 

Friends  dropped  out  ot  school 

Conflicts  with  employment 

Had  enough  education  to  work 

Disliked  discipline  and  rules 

Transportation  problems 

Entered  military  service 

Had  achieved  personal  educational  goals 

Lack  of  parental  support  (non-financial) 

Undiagnosed/late  diagnosed  learning  disabilities 

Emotional  problems 

Language  difficulties  (English  as  a  second  language) 

Substance  abuse  (alcohol/drug)  problems 

Other  (specify) 


0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 
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0 
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0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 
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2.        Please  blacken  the  appropriate  circles  indicating  whether  the  following  would  have  been  of  major  help  (MAJ),  minor 
help  (MIN)  or  not  applicable  (N/A)  in  helping  you  to  stay  in  school. 

MAJ        MIN       N/A        Item 

Mentoring  (by  an  adult  or  upper-class  student) 

Personal/family  counseling 

Social  services  (health  care,  family  planning,  infant  care  facilities,  etc.) 

Concentrated  remediation/tutoring 

School/business  partnership  (cooperative  education,  jobshadowing,  mentoringby 
someone  who  is  in  an  occupation  in  which  you  are/were  interested) 

Incentives  to  stay  in  school  (financial,  scholarships,  etc.) 

Year-round  school 

Alternative  schools 

Alternative  learning  methods  (learning  by  doing,  etc.) 

Increased  parental  support  (non-financial) 

Increased  counseling  by  teacher(s) 

Peer  support 

Involvement  in  school  governance,  classroom  activities,  extracurricular  activities 

Clearer/fairer  school  rules  and  regulations 

Assistance  in  preventing  risk-taking  behaviors  (drug/alcohol  counseling,  suicide 
prevention,  eating  disorder  counseling,  etc.) 
0  0  0  Increasedavailabilityofschool-to-work(job-related)coursesorprogramsasopposed 

to  college  preparatory  programs 
0              0              0              Improved  self-esteem,  motivation,  goal  setting  assistance 
0  0  0  Other  (specify) 


0 
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0 

0 
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0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 
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0 

0 

0 

0 

0 

0 

0 
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Appendix  I 


Sample  Letter 
Citizens  Without  Children  in  School 


Dear  Citizen: 

Our  school  district  is  constantly  striving  to  improve  the  educational  system  so  it  meets  the  needs 
of  citizens  in  our  community.  One  way  to  evaluate  our  progress  is  to  survey  opinions  of  community 
members. 

If  there  are  improvements  that  should  be  made  in  the  educational  system,  we  need  to  know.  To 
help  us  in  this  task,  we  would  appreciate  your  taking  a  few  minutes  to  complete  the  enclosed  survey. 

You  need  not  sign  the  survey.  Your  responses  are  completely  confidential.  Please  return  the 
completed  questionnaire  in  the  enclosed  prepaid  envelope  by  (date). 

Thank  you  for  your  help  in  improving  our  school  program. 

Sincerely, 


School  Superintendent 
Enclosure 
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Appendix  J 


Sample  Letter 
Parents  with  Children  in  School 


Dear  Parent: 

Our  school  district  is  constantly  striving  to  improve  the  educational  system  so  it  meets  the  needs 
of  citizens  in  our  community.  One  way  to  evaluate  our  progress  is  to  survey  opinions  of  community 
members. 

If  there  are  improvements  that  should  be  made  in  the  educational  program,  we  need  to  know. 
To  help  us  in  this  task,  we  would  appreciate  your  taking  a  few  minutes  to  complete  the  enclosed  survey. 

You  need  not  sign  the  survey.  Your  responses  are  completely  confidential.  Please  return  the 
completed  questionnaire  in  the  enclosed  prepaid  envelope  by  (date). 

Thank  you  for  your  help  in  improving  our  school  program. 

Sincerely, 


School  Superintendent 
Enclosure 
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Appendix  K 

Parent/Citizen  Survey 

There  are  two  distinct  groups  of  citizens  to  be  surveyed:  (1)  citizens  who  have  not  recently  had  students  in  the  school 
system,  and  (2)  citizens  (parents)  who  recently  or  currently  have  children  in  school. 

Questionnaires  for  the  two  groups  would  differ.  Both  groups  would  complete  Section  I  (demographic  and  basic  data)  and 
Section  II  (general  knowledge  about  the  school  system).  In  addition,  the  parents  who  recently  had  or  currently  have 
children  in  school  would  respond  to  questions  regarding  the  effect  the  school  system  is  having  or  has  had  on  their  children, 
including  how  well  prepared  their  children  are  for  their  future  endeavors,  i.e.,  continuing  their  secondary  education, 
preparing  for  post-secondary  education,  or  entering  the  work  force  (Section  III).  Survey  questions  marked  with  an  asterisk 
are  based  on  those  in  the  22nd  Annual  Gallup  Poll  of  the  Public's  Attitudes  Toward  the  Public  Schools,  thus  allowing  local 
communities  to  compare  their  results  to  national  opinions. 

Demographic  characteristics  of  survey  completers  are  requested  because  they  are  important  to  schools.  First,  research  has 
shown  that  the  more  familiar  a  person  is  with  a  school's  education  program,  the  more  likely  that  individual  will  give  the 
school  a  positive  evaluation.  Secondly,  the  multicultural  diversity  of  those  surveyed  and  their  own  success  in  school  may 
affect  the  educational  success  of  their  children.  For  instance,  if  the  parents  had  a  bad  experience  in  school  and  do  not  think 
schools  are  taking  into  account  their  ethnic  background,  they  may  have  negative  feelings  about  the  school. 

Section  I  -  Demographic  and  Basic  Data 

1.  Gender  (check  one):  Q  Male    |    |  Female 

2.  Age  (check  one):  Q  Under  30    Q  30-39    □40-49    □50-59    □  60  and  over 

3.  Racial/Ethnic  Group  (check  one): 

□  American  Indian/Alaskan  Native    □  Asian/Pacific  Islander    □Black    □Hispanic    |    |  White 

4.  Highest  grade  completed  (circle  one):   8,9,  10,  11,  12,  13-14,  15-16ormore 
Where  were  you  ranked  in  your  high  school  class  (check  one): 

□  upper  1/4      □middle  1/2      |    |  lower  1 1 A    \    |  unknown 

5.  Family  income  (check  one):  perhaps  poverty  guidelines,  or  i'ndicate  a  range 

6.  Number  of  members  in  the  family,  including  yourself:  

7.  Did  you  attend  high  school  in  this  district?    □  Yes    □  No 

Section  II  -  School  System 

1 .  How  familiar  are  you  with  the  school  system  and  the  educational  programs  and  services  offered  to  the  community? 

I    I  familiar    □  fairly  familiar    □  not  familiar    □  no  opinion 

2.  Overall,  how  satisfied  are  you  with  the  quality  of  the  educational  programs  in  the  school? 

□  very  satisfied    □satisfied    |    |  dissatisfied    □  very  dissatisfied    |    |  no  opinion 
*3.      Would  you  say  that  the  public  schools  in  this  community  in  the  last  five  years  have: 

I    I  improved    □  gotten  worse    □  stayed  about  the  same    □  don't  know 
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4.  The  Board  of  Public  Education  has  increased  the  academic  requirements  for  graduation  by  requiring  that  high 
school  graduates  have  (specify).  Do  you  think  the  increase  in  academic  requirements  increases  the  abiHry  of  your 
child/children  to: 

(a)  succeed  in  post-secondary  school? 

I    I  increased  the  ability    |^  decreased  the  ability    Q  no  effect    [^  no  opinion 

(b)  succeed  in  the  transition  from  school  to  work? 

I    I  increased  the  ability    Q  decreased  the  ability    Q  no  effect    [^  no  opinion 

*5.       Do  you  think  salaries  for  teachers  in  this  community  are: 

I    I  too  high    1^  too  low    [^  just  about  right    [^  no  opinion 

*6.       Do  you  think  that  raising  the  salaries  of  teachers  would  improve  the  quality  of  education  in  the  schools  in  this 
community: 

I    I  a  great  deal    Fl  a  fair  amount    [^  not  very  much    |^  almost  not  at  all    |^  no  opinion 

*7.       What  do  you  think  are  the  biggest  problems  with  which  our  public  schools  must  deal? 
(Please  rank  in  order,  with  1  being  the  biggest  problem.) 

Use  of  drugs  Lack  of  proper  facilities 

Drinking/alcoholism  Parents'  involvement  in  school  activities 


.  Lack  of  discipline  Mismanagement  of  funds/programs 

.  Lack  of  proper  financial  support  Problems  with  administration 

.  Poor  curriculum/poor  standards  Communication  problems 

.  Large  schools/overcrowding  Fighting 

.  Difficulty  getting  good  teachers  Lack  of  after-school  programs 

.  Pupils' lack  of  interest/truancy  Transportation 

.  Low  teacher  pay  Taxes  are  too  high 

.  Crime/vandalism  Too  much  emphasis  on  sports 

.  Parents' lack  of  interest  Non-English  speaking  students 

.Teachers'  lack  of  interest  School  board  politics 

.  Moral  standards  Peer  pressure 

.  Lack  of  respect  for  teachers/other  students  There  are  no  problems 

Lack  of  needed  teachers  Don't  know 

.  Lack  of  family  structure  Other  (specify) 


*8.  Which  is  more  at  fault  for  the  problems  currently  facing  public  education  in  this  community — the  performance  of 
local  public  schools  or  the  effect  of  societal  problems? 

1^  performance  of  schools    |    |  effect  of  societal  problems    |    |  don't  know 

9.  Some  schools  in  other  parts  of  the  country  have  extended  the  school  year  as  a  means  of  providing  better  educational 
opportunities  for  their  students.  Presently,  our  school  is  in  session  for  1 80  days  of  the  year.  Are  you  in  favor  of  an 
extended  school  year  in  this  district? 

I    I  in  favor  of  extended  school  year    Q  not  in  favor  of  extended  school  year    [^  no  opinion 
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Section  III  -  Effect  of  School  Programs  on  Children 

1.  In  what  grades  are  your  children  enrolled? 

Circle  as  appropriate:    Grade  K123456789101112 

(In  multiple-level  school  districts,  i.e.,  grade  school,  middle/junior  high  and  high  school,  the  survey  should  reflect 
each  level;  perhaps  a  several-part  survey  so  the  parent  could  respond  to  each  school/level  in  which  he/she  has  a  student 
enrolled.) 

2.  Overall,  how  satisfied  are  you  with  the  competence  of  teachers  in  the  school? 

Q  very  satisfied    [^satisfied    [^dissatisfied    QJ  very  dissatisfied    |    |  no  opinion 

3.  Overall,  how  satisfied  are  you  with  the  leadership  ot  the  school  principal? 

I    I  very  satisfied    Q  satisfied    [^  dissatisfied    [^  very  dissatisfied    QJ  no  opinion 

4.  Overall,  how  satisfied  are  you  with  the  leadership  of  the  school  superintendent? 

Q  very  satisfied    [^satisfied    [^dissatisfied    [^  ver)' dissatisfied    |    |  no  opinion 

5.  The  school  is  providing  learning  experiences  that  are  geared  to  my  child's  capacities. 

I    I  strongly  agree    [^  agree    \^  disagree    [^  strongly  disagree    [^  not  sure 

6.  How  prepared  were  your  children  to  advance  from  one  grade  to  another  in  your  school  system? 

I    I  well  prepared    [^  adequately  prepared    [^  poorly  prepared    [^  not  prepared    [^  no  opinion 

7.  The  school  meets  the  needs  of  my  child  with  special  needs/disabilities,  including  physical  access. 

I    I  strongly  agree    \^  agree    [^  disagree    [^  strongly  disagree    (^  not  sure 

8.  The  school  meets  the  needs  of  my  accelerated  learning  child.    • 

I    I  strongly  agree    [^  agree    [^  disagree    [^  strongly  disagree    [^  not  sure 

9.  Do  you  think  the  amount  ot  homework  assigned  to  your  child  is: 

[^  too  much    [^  about  right    [^  too  little    |    |  no  opinion 

10.  Do  you  think  the  amount  of  discipline  is: 

I    I  too  strict    \^  about  right    [^  too  lenient  [^  no  opinion 

1 1 .  How  would  you  rate  your  relationship  with  the  school  (teacher  parent  conferences,  involvement  of  parents  in  school 
activities,  parent  involvement  in  classrooms,  availability  of  administrators,  parent/teacher  associations,  etc.)? 

I    I  very  satisfied    [^  satisfied    [^  unsatisfied    \^  very  unsatisfied    [^  no  opinion 

12.  How  would  you  rate  the  school's  concern  for  and  attention  to  student  risk  behaviors  (such  as  suicide,  injury,  death, 
substance  abuse,  sexual  behaviors,  violence,  nutrition  and  diet,  physical  activity)? 

I    I  very  concerned    [^  somewhat  concerned    [^  little  concern    [^  no  concern    [^  no  opinion 

13.  How  prepared  is  your  child  to  continue  his/her  education  at  the  post-secondary  level  (technical  school,  college,  etc.)? 

I    I  well  prepared  j^  prepared  [^  no  opinion  [^  somewhat  prepared  [^  not  prepared 
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14.      How  prepared  is  your  child  prepared  to  enter  the  world  of  work  (job  seeking  and  finding  skills,  job  skills,  etc.)? 

rn  well  prepared    |^  adequately  prepared    [^  poorly  prepared    Q  not  prepared    |    |  no  opinion 
*1  5.    I  believe  the  school  should  ofFer/discontinue  the  following  courses: 

Offer  Discontinue  Course 

DfLig  snd  alcohol  abuse  education  (federally-mandated) 

AIDS  education 

Sex  education 

Environmental  issues  and  problems 

Teen  pregnancy 

Driver  education 

Character  education 

Law-related  education 

Library  skills 

Computer  technology 

Parenting/parent  training 

Other  (specify) 


*  1 6.  If  you  were  the  one  to  decide,  please  indicate  which  high  school  subjects  you  would  require  ( 1 )  for  those  students 
planning  to  go  to  college,  and  (2)  for  those  students  not  planning  to  go  to  college  by  placing  a  check  mark  in  the 
appropriate  space. 


College      Non-College 
Bound        Bound 


Course 


Mathematics 

English 

History/U.S.  government 

Science 

Computer  training 

Geography 

Career  education 

Business  education 

Foreign  language 

Health  education 

Physical  education 

Vocational  training 

Art 

Music 
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17.      Please  rate  the  emphasis  the  school  places  on  the  following  curricula  and  activities: 

Too         About     Too         No 

Much       Right       Little       Opinion       Activity 


Basic  skills  (reading,  writing,  mathematics) 

Vocational-technical  programs 

Variety  of  curricula  offered 

Extracurricular  activities  (excluding  athletics) 

Extracurricular  athletic  activities 

School-to-work  transition  programs 

Guidance  services  (career,  occupational,  personal  counseling  and  college  preparation) 

Student  organizations  (vocational  organizations,  fine  arts  organizations,  etc.) 

Security/student  safety,  etc. 

Transportation  services 


18.      Please  rate  the  following  school  facilities: 

Good       Adeq.       Poor        No 

Cond.      Cond.      Cond.      Opinion       Facility 


Building  and  grounds 

Classrooms 

Library/resource  center 

Computer  facilities 

Physical  education/gymnasium 

Equipment,  textbooks  and  supplies 

School  lunch  program 
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Appendix  L 

Sample  Letter 
Employers  Who  Have  Not 
Recently  Hired  Graduate 


Dear  Employer: 

Our  school  district  is  constantly  striving  to  improve  the  educational  system  so  it  meets  the  needs 
of  citizens  in  the  community.  One  way  to  evaluate  our  progress  is  to  survey  the  opinions  of  community 
members. 

If  there  are  improvements  that  should  be  made  in  our  program  in  order  to  meet  employer 
requirements,  we  need  to  know.  To  help  us  in  this  task  we  would  appreciate  your  taking  a  few  minutes 
to  complete  the  enclosed  survey. 

You  need  not  sign  the  survey.  Your  responses  are  completely  confidential.  Please  return  the 
completed  questionnaire  in  the  enclosed  prepaid  envelope  by  (date). 

Thank  you  for  your  help  in  improving  our  school  programs. 

Sincerely 


School  Superintendent 
Enclosure 
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Appendix  M 

Sample  Letter 
Employers  Who  Have  Recently  Hired  Graduate 


Dear  Employer: 

Our  school  district  is  constantly  striving  to  improve  the  educational  system  so  it  meets  the  needs 
of  citizens  in  the  community.  One  way  to  evaluate  our  progress  is  to  survey  the  opinions  of  community 
members. 

We  recently  completed  a  survey  of  former  students.  One  of  the  students,  whose  name  is  listed 
below,  indicated  that  you  are  or  have  been  his/her  employer.  He/she  has  consented  to  requesting  that 
you  complete  a  survey  regarding  her/his  preparation  as  an  employee. 

To  help  us  in  our  task  we  would  appreciate  your  taking  a  tew  minutes  to  complete  the  enclosed 
survey.  The  purpose  of  the  survey  is  to  evaluate  how  well  our  educational  programs  prepare  students 
for  beginning  employment.  If  you  are  not  familiar  with  the  work  of  the  employee,  please  have  the 
employee's  immediate  supervisor  complete  the  form. 

Your  responses  are  completely  confidential  and  will  be  treated  anonymously.  Please  return  the 
completed  questionnaire  in  the  enclosed  prepaid  envelope  by  (date). 

Sincerely 


School  Superintendent 


Employee's  name  (last,  first  and  middle) _ 


Enclosure 
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Appendix  N 

Employer  Survey 

There  are  two  distinct  groups  of  employers  who  could  be  surveyed:   (1)  employers  who  have  not  recently  hired  a 
program  graduate,  and  (2)  employers  who  have.   In  the  second  case,  permission  must  be  sought  from  the  graduate  to 
survey  his/her  employer. 

Questionnaires  for  the  two  groups  would  differ.   Both  groups  would  complete  Section  I,  which  focuses  on  employers' 
needs  and  the  school  system  in  general.   In  addition,  employers  who  recently  have  hired  a  graduate  would  complete 
Section  II  which  focuses  on  the  employability  of  the  graduate  hired  by  the  employer. 

Section  I  -  Employer  Needs  and  the  School  System 

1 .  How  well  do  you  teel  the  school  meets  the  needs  of  employers  in  the  community? 

[^  very  well    [^  more  than  adequately    QJ  adequately    Q]  less  than  adequately    |    |  very  poorly 

2.  Are  you  familiar  with  the  courses  and  training  which  are  supplied  by  the  local  school? 

□  yes  □  no 

3.  How  well  do  you  feel  the  school  meets  the  needs  ot  students  by  preparing  them  for  the  transition  from  school 
to  work? 

I    I  very  well    Q  more  than  adequately    [^  adequately    |^  less  than  adequately    [^  very  poorly 

4.  How  well  do  you  feel  the  school  encourages  students  to  stay  in  school  until  graduation? 

Q^  very  well    Q^  more  than  adequately    |    |  adequately    Q  less  than  adequately    |    |  ver)'  poorly 

5.  Do  you  have  any  training  needs  (including  upgrading  current  employees,  training  handicapped  workers,  and 
retraining)  which  the  local  school  could  supply  or  has  supplied? 

□  yes    Qno 

If  yes,  what  are  the  needs?   (The  school  could  identity  specific  programs  which  the  school  operates,  i.e., 
welding,  nurse  aide,  introduction  to  computers,  etc.) 


If  no,  check  those  that  apply. 

I  I  Have  no  training  needs 

I  I  Courses  not  relevant 

I  I  Location  not  convenient 

I  I  Training  at  the  wrong  time  or  season 

I  I  Curriculum  couldn't  be  modified  to  meet  employer's  needs 

I  I  Other  (specify) 

Would  you  be  interested  in  a  school/business-industry  partnership? 

□  yes    □no 
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If  yes,  what  kind  of  partnership? 

I  I  Summer  program  for  students 

I  I  Cooperative  or  work  experience  job  site 

I  I  Internship/apprenticeship  for  students 

I  I  Plant  tours 

[  I  Advisory  council  membership 

I  I  Summer  job  program  for  students  ^ 

I  I  Mentoring 

I  I  Class  speaker/resource  person 

I  I  Developing/updating  curriculum 

Q  Other  (specify) 


7.         Other  comments: 

Section  II  -  Employability  of  Graduate  Hired 

Name  oi  employee  For  whom  survey  is  being  completed: 

1 .  How  would  you  rate  this  worker  compared  with  other  workers  in  the  same  work  group  who  did  not  graduate 
from  our  school  (or  come  from  our  local  school  system  in  the  case  of  non-graduates)? 

I    I  no  basis  for  comparison  Q^  individual  is  better  prepared  |^  both  are  the  same  \^  individual  is  less  prepared 

2.  Please  rate  the  employee  on  the  following  areas  as  a  beginning  worker: 

Very  Not  at      No 

Well        Adeq.       Poorly     All  Opinion 

Basic  skills:  reads,  writes,  performs  arithmetic  and  mathematical 

operations,  listens  and  speaks  effectively 

Reasoning  and  thinking  skills:   thinks  creatively,  analyzes,  makes 

decisions,  solves  problems,  visualizes,  knows  how  to  learn, 
reasons 

Personal  qualities:   displays  responsibility,  self-esteem,  sociability, 

self-management,  goal-setting,  integrity,  honesty,  personal 
appearance  and  grooming 

Positive  working  habits:  punctuality,  attendance,  completing 

assigned  tasks  on  time,  ability  to  follow  directions,  completing 
assigned  tasks  with  minimal  supervision,  ability  to  advance  on 
the  job,  etc. 

Positive  working  attitudes:  safety,  adaptability  to  new  job 

situations,  skill  transferability,  etc. 

Positive  work  skills:   quality  of  work,  quality  control,  quantity  of 

work,  etc. 

Interpersonal  skills:  negotiates,  works  with  others,  participates  as 

a  member  of  a  team,  teaches  others  new  skills,  motivation,  self- 
esteem,  ability  to  get  along  with  supervisor,  fellow  workers  and 
clients 
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Advancement/adaptability  skills:   awareness  of  new  technologies 
used  by  business  and  industry,  willingness  to  learn,  lifelong 
learner,  awareness  of  career  options,  ability  to  assume 
responsibilities,  creative,  leadership/organizational  effectiveness 
skills,  computer  skills,  understanding  of  economic  concepts 


Specific  vocational-technical  skills:  knowledge  of  specific  job 
information,  use  of  hand/power  tools,  technical  reading/ report 
writing,  use  of  machines/equipment,  etc. 


(Note:    If  the  school  has  specific  work-preparation  programs,  such  as  vocational  education,  the  questions  could 
be  more  specific  and  directed  to  those  programs.) 
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Appendix  O 


Follow-up  Reminder 


An  example  of  a  follow-up  reminder  postcard  which  could  be  sent  to  survey  groups  is  presented 
below.  If  schools  code  surveys  and  keep  a  record  of  those  sent  and  returned,  a  specific  reminder  is  sent. 
However,  if  codes  are  not  used  on  surveys  a  general  reminder  has  to  be  sent  to  the  entire  audience.  In 
fact,  it  may  be  necessary  to  send  more  than  one  follow-up  reminder  in  order  to  obtain  a  good  rate  of 
return  on  the  surveys. 


Date 

Dear  Former  Student,  Graduate,  Parent,  etc.: 

A  few  weeks  ago  we  sent  a  survey  to  you  in  an  effort  to  gain  information  about 
how  well  our  programs  meet  the  needs  of  our  students.  This  survey  is  a  very  important 
part  of  our  continuous  efforts  to  improve  the  education  we  provide  to  the  young 
people  in  our  community. 

If  you  have  already  returned  the  survey,  we  thank  you.  If  you  have  not  returned 
the  survey,  won't  you  please  take  a  few  minutes  to  complete  it  now. 


John  Doe 

Project  Coordinator 
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